Medical Director V3 — Inactivate Patients

If a patient hasn’t visited the clinic for a number of years (say 3 or 4) it is best to make them
inactive, so they do not affect statistics and accurate data retrieval. You can do this
opportunistically, but once a year you should also do a database search for those patients who
haven't presented in the last x number of years'. Undertaking a regular review will greatly assist
to maintain a quality database.

Inactivating patients will hide patients from view and from standard patient searches. You will still
have access to a patient’s clinical data. You might select this option if a patient has moved away
from your surgery, for example. Patients marked in this way can easily be reactivated.

MD3 (version 3.7 onwards) has the ability to bulk inactivate patients in one simple step.
No patients will be permanently deleted in this process.

Please Note:
e Back-up your current data before running this utility.
e Remove “outstanding actions” if not part of the recall system being used.

® Delete old recalls — begin by choosing a date range of 3-6 years previous. (Remember, a
practice decision needs to be made as to what actions are taken on these particular items.)

How to do it:

1. Close any patient record. In the Main Screen, go to Search and select Patient.
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3. Alist of patients will appear. Click on inactivate patients to inactivate all patients at once.
A box will appear asking you to confirm.
Note this action is only available if you have used the “Not seen since’ search criteria.

@ Medical Director, 3.7 Release - [Search Results] [
\,_‘;" File  window Help
All patients who have not been seen since 21/4/2006 Mumber of patients: |52
Sumame First name Sex Fh Bus. Phone Medicare No. Pengion No. Cha
£ F ]
Andrews Morman J. FBEST 5T, ST.KILDA 3107 02/06/1935 M 2182 5634 2294724171 128223 364!
Andrews Jennifer 5 2 KENNEDY RD, DEMO TO'wWN 4523 2040441970 F 9123 4567 022341294 350026514 107
Andrews Julie SJEFFERSOM 5T, PARKVILLE 3256 03/03/1956 F 234 E783 234 6789 EB00225221 34521
Andrews Maureen JBEST 5T, ST. KILDA 3107 230641923 F 2182 5634 229472071 BE1-388-922-HL 2456
Eozich Boris 83 BALMORAL DRIVE. BOORAGOON 6. 314041953 M
Churhil Celine 450 CEMTEMIAL AVE, CARMNARYON EFDT  12/0441343 F
Cannelly Carineg 54 CAMBERWELL BLVD, CRAIGIE 6025 05/07A1965 F
Donnelly George 43 MAIN ST, ADELAIDE 5678 02/07/1922 M 234 £789 234 8365 2294724441 12131 12
Dk, Donald 12 DISHEY STREET, DISMEYLAND M B002E51A4
Diunning Dyl 327 DARLINGHURST BLYD, DANDARS. 0E/05/1965 M
Elwood Eileen 354 EDWARD 5T, EMBLETON EOE2 1770471953 F
Ewing Elaine 415 EZEKIAL CLOSE. ENEABBA 6518 mA0A962 F
Foirest Frederick 44 FORREST PLACE, FORRESTFIELD ... 14/05/1921 M
Foirest Franzing 44 FORREST PLACE, FORRESTFIELD ... 0404418927 F
Frampton Frank B0 FLIGHT 5T, FALCON B210 08/07/1935 M
Freiburger Fritz 15 FAULKNER AVE, FORRESTFIELD BO.. 15/08/1944 M
Figind Florence 1/A0FREEMAN RD. FORRESTDALE B1.. 15/0541322 F
Fromberg Fraser 1444 FORREST ST, FLOREAT 6014 19/0941972 M
Halten Hanna 10HARLINGTON ROAD, HARVEY 6220 23/031345 F
Ingham Irene 2 ISLAND BAY ROAD, ILUKA 6028 02/06/1967 F
James Jane 28.J4BIRU COURT, JANE BROOK. BO5E 2814969 F
Jandanski Julie-4nne 555 JUMIPER oy, JERRAMUNGUR 6. 26/0441330 F
Janke Jelena F125TERLING 5T, SHARK BAY B&37 /MA979 F
Jardine Jean-Paul 44 JACARANDA DRIVE, JANDABUP BOBS  27/10/19345 M
Jefferzon Julia 10JERVIS BAY ROAD, JOLIMOMT &O14  23/03/1984 F
Jennings James 200v0US WaY, JERRaMUNGUP B337  30/0B/1968 M
Jenson Jeremy 1J4MES ST, JANDAKOT B164 03/0MA571 M
Jeremiah Josephine 24JINDALEE RD, JOLIMONT ED14 2440841978 F
Johnston Jennifer 13/45.J00NDALUP DRIVE. JOOMDALL...  14/08413582 F
Jones Joan 333.JUMP DOWNS CLOSE, JAMDAKOT .. 1141241948 F
Lollie (llle: EASY STREET, HOME TO'wN 4444 ! 350026514
Minogue Kylie 133 BLUFF ROAD, BENTLEY 6102 30/05/1386 F
Minogue Michas! 193 BLUFF RDAD, BENTLEY E102 0440741928 M
Minogue Fodney 193 BLUFF ROAD. BENTLEY 6102 19/0911960 M
Minogue Daniele 193 BLUFF ROAD, BENTLEY 6102 0440241930 F
<
%ctwata Patlerltg Open “ Recall H Save ]I Frint H Labels H b ail merge ” Cloze

How to inactivate patients individually
If you are notified that a patient is no longer at your Practice, then you can inactivate patients
individually.

1. From the Main Screen, call up the identified patient needing to be inactivated (F2).

2. Click on the Delete button.

3. The ‘Delete Patient’ window appears. Do you want to:
Click the Mark as Inactive button. /_E
The patient record will be removed from the list. i Hak as naclive
tark az deceaszed |
Delete permanenty |
Cancel |
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How to activate inactive Patients
If a patient calls the practice and they do not appear to be on the database, ask them if they have

attended before.

Ifthey Say ‘Yes’ . . . Erter patient sumame or record number
Tick the Include inactive patients. | €2 |
: Mame | Age | Fecord Mo. | Address | DOB
Patlents that have been marked as Andrews, Maureen 81wz 345644 3 Best 5t 5t Kilda, 3107 23/06/1923
inactive will appear in Red. Aindrews, Melissa 12yrs 345645 5 Jefferson St, Parkvile. 3156 19/01/1993
A0 yrs 23 Tanner 5t, Bondi. 2367 03/05/1954

Select the required inactive

patient and press OK. Patients that have been marked inactive
will appear in Red

Opening the patient record
automatically flags the record as v

‘active'.
{ QK } [ Add ] [ MNew ] [ Delete ] [ Edit ] [ Merge ] [ Close

To View Inactive Patients

From the Main Menu, go to List and select Patient Database (F10). The ‘Patient Database’
window will appear. Using the drop-down menu at the top of the Patient Database window, select
Inactive Patients.

@ Medical Director 3.9 - [Patient Database]
B Fie Edit view window Help

ﬁ Patient Database Inactive patients v

i Cument patients by name
Enter patient name: Curent patients by address
Cument patientz by family

Surname First name Address iui-. |':" chart number Home Phane
BAKER STEPHEN 6 Midway St. Dematown, Deed tits

DILLOM JOE 2 Eagle St. Demotown, Mew TZ3F 08 TEh T

DOMMELLY GEORGE 43 Main 5t. &delaide. 5a 5678 02/071922 M 234 6789 P
MWERK SALLY 12 My-Home 5t. Foatscray, Yie 3011 12421937 F 4567 8300 34

This screen may also be utilised to reactivate patients.
Highlight the patient in question and click the Retrieve button. Note that the retrieve button is
only available when viewing inactive patients.

Note: Utilise Medical Director Help Menu to search further information.
Help > Medical Director > Search - Type ‘Inactive Patients’> ‘Display’ = ‘Select ‘Patient Search’ and
‘Flagging Patients as Inactive’.

This document has been created by SEA-GP (Brisbane) using screen shots and content from Medical Director Program.

Disclaimer: Whilst every effort is made to ensure accuracy, SEA-GP (Brisbane) does not accept any liability for any injury,
loss or damage incurred by or reliance on the information contained within this information sheet.

' Medical Director — “Clean up your act!! — A guide to recording accurate information and “cleaning up” those areas of
past neglect. Noel Stewart, North East Valley Division of General Practice (April 2008)
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